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FULLERTON JUNIOR COLLEGE EXTENDED-DAY PROGRAM

The Exteanded Day progiram at Fullerton Junlor College began wa .1 the & .7 1958
achool year. At that time, ths Fullerton Evening Junior College, which io-
cluded the Adult Edusation courses, was split and the college level courses
were teught undsy the title of Extendsd Day Courses at the college. The
titls, Fu lerton Evening College was naintained as the Adult Education of the
Fullerton area for several years, but the course work was below college level
and could be teken without credit if desired. The Fullerton Junior College
and High School District continued to run the Adult Bducation program. When
the North Orange County Junior College Bistrict was formed and a complete
divorce wae made from the Fullerton Union High School NMatriect, the Adult
Education sectlon was given to the new junior college district.

The "fathes" of the Extended Dey program of the Fullerton Junior College was
Elden L. Rodieck, present Dean of Vocational-Technical Education at the
college. At the time the program was adopted, Mr. Rodieck becawe Dean of
the Extended Day and Summer Session. The firat semoster, Mr. Rodieck, a
secretary, a switchboard operator, and a girl at the window to haud out class
tickets, wes the entire evening siaff. Under his guldance, the emrollment
has grown from 1408 students that first year lo over LOOO students who come
only at night and another 2000 day students taking Extended Day classes.

When the Extended Day program began, the regulations were not stringeant
and students took courses for which thuy had ro background. After watching
students experience mich frustration, because they took classes for which
they ::re not prepared, studies were made, tests were given and pre-requisites
prescribed. ‘

At Fullerton Junicr College, the Extendsd Day, as well as the day student,
must sign vp for an appointment to see his counselor and receive his approval
bafore he can enroll in any class. Usually, & weok before registration
begius, the sign-up sheets are placed out on the counter in the Guldance
affice and students sigu up for counseling appointments. This happans in
November, with December 1 balng the date of registration for the Spring Sem-
estar, and in April for the Moy 1 date for the pre-rvegistvation of returning
gtudents for the next fall semester. In Augusb, appointment dates are made
in the Admlissions Office for all new and re-gntering students who did not
pre-enrcll in May. Only those persons who have takep the ACT, or the SCAT
and the Coop. English test are allowed to enroll in Docember, May and Aug-
ust. Those who have not taken the tests are called "Specials" and wmust wait
until the week pricr to the beginning of classes to enroll and must present
evidence of having mci any pre-requisltes necessary.

The "Special" classification came about to allow persons who had no desire
to graduate from college but wanted 5o tske courses for fun and credit.
Those who do not cars about credit, may teke courses in the same subject
area through the Adult Education programs.

It was believed that such an action would allow the student desirous of a
specific degree, the first opportunity to get a class required for grad-
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uation or transfer. At first the ¥Special" could register at any time
without an appointmont, but this became very annoying to the student who

had an appointment, to see the class he hoped to get given to sameone who
had no specific goals in nind, For thiz reason, the “Specials® were shifted
to the last woeek of reglstration.

*3 the enrollment incrsased, mors staff were required. Today, we have an
A¢dnistrative Assistant who works with the Dean of Instiuctlon, Iiberal Arts,
and the Dean of Instructior Techrdcal Arts. These two deans are responsible
for ths entire iustructional program of the college from 7:00 a.m. until

11:00 p.m. The Administrative Assiastany in Instruction works in a staff
capacity with the Deans of Iustruction, especlally on responsibi 428 related
to the Extended Day progranm.

Administrative Agsistant

The Sduinistrative Asgistant is the "kesper of the keys® at night avd is res-
ponsible for making minor decisions which relate to instruction in the even-
ings, During the periods of registration, he has the authority to assign
students with speci=l needs into closed classes. His officlal respousibilities
are as followss

1. To work in a staff capacity with the Deans of Instruction, espaclally as
those responsibilitios relate to the Fxtended Day program.

2. To assist in the evaluation of instructors in the Extended Day program.

3, To assiat in the preparation and publication of the anmal Colleme
Bulletin and the Official Clas Schedule, and Examination Schedule. To

assume other instructional responsibilities as the Vice President may
m’.gﬂ.

k. To prepare tha Agenda for the Vice Presideut's weekly Iuatruction Meetings,
the periodic Deans' Meetings, the monthly Deans and Division Chairmen
Mestings and to write up and distribute the mivutes of these meetings.

5. To prepare and distritute the Faculty Directory at the beginning of each
gemester.

6. To carry out such research projeots and administrative duties as the
Tics President may desire and to prepave reports thereon.

Secretary to sdmnistrative Assistant

The secretary to the Administrative Assistant is designated by the working
title "Semior Secretary"™. She works from 1:30 p.m. to 10300 p.m., except
on Friday when she works from 7:30-4:00. Her apacific duties are:

1. Take and transcribe difficult dietation, including technical namscript,
tebulations, statistical data, subject matter requiring exceptional skill
and ability.
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10.
1l.
12,
13.

16.

17.

18.

19

20.
2l.

Transcribe similar material frowm dictating machine or tape recorder.
Superviss the work of clerical staff of lower rank in the office.

Be responsible for files and general office routine.

Compile data for rsports,

Arrange appolntments and conferences.

Give out information as directed.

Compose routine correspondsncs.

Recelvs callera.

Operate office and/or duplicating machines as required.

Prepare materials for mailing.

Performn bookkeeping functions necessary to the offlce aasig;nes.i.
Maintaln complote personnsl files for Extendad Day Staff, including
processing of credential applications for amployment, scheduling eval-
uation visits, typing confidential materials and reporte. Maintain
regular check on requirements and docwsents nacessary for certificatlon
of gqualified staff,

Maintain correct and up-to-date "Room Use™ book for Extended Day.

Prepare and keep up-to-date data on all classes, imcluding class ¢ally,
cancellations, changes, ete.

, distribute, rsceive, compute and maintain payroil records for
220-240 certificated Extended Day Staff and 90-110 Summer Session Staff.

Prepare and maintain contracts, loyalty oaths, payroll information forms,
ete, for Extended Day instructors.

Tasus and receive records of keys, des’z coples of texts and supplies to
instructors, both Extended Day and Summer Session;check-out staff at
the end of each somester and summer session.

Major respousibility for gathering, coemplling and verifylng all College
Bulletip revisions and corrections, including proofing copy.

Preliminary work on the total FMinal Examination Schedule.

Preperes and maintains weekly tally of class tickets of the total college
program duriug all regisiration peciods.
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22, Malntains record, hours, abssnces and substitute reports on instructors
when ahsent. Notification of absence to classes, etc.

23. Prepares and svbmits 1list of all Extended Day instractors along with thelr
payroll rate to the Board of Trustees for approval each semester and the
‘sunmer session. -

2, The responsibility factor, becanse of hours of assiguments, is greater
than regular day requirements in similar positions. : :

a. Senior Secretary on duty after 5:00 p.m.

b, Greater versatibility required since most offices are closed and
service to the public requires at least a working knowledge of all
school. operations, including scheduled extra-curriculer activities,
availability and use of facilitles in the evening.

c. Receives and channels all requests by personnel, such a3 locked rocms,
veplacing of lights, audio-visual equipment, eto.

25, Has close association with Adult Educailon die to the assigrment of the
classrooms here on campus and use of the buildings.

26. Perform other related duties as assigned.

Besides the Administrative Assistant, there are two Assistant Deans who ave
or duty in the eveming, the Assistant Dean of Admissions and Records &nd the
Assistant Dean of Quidance Services. Tihese Deans begin their day's work at
1300 p.m. Monday through Tiursday and work until 10:00 p.m. Aa there are no
Extonded Day claases taught on Mriday nights, they work 8100 a.m. to 5100 p.m.
on Friday.

Assistant Tean of Admissions and Recorde

The Assistant Dean of Admissions, Records, and Student Reaearch has many res-
ponsibilities which are connected with both the day and Extended Day students.
His dquties are offisially itemized as follows:

1. Supervises attendance recording and accounting for Day, Extended Day and
Summer Sessions and works with instructors te make certaln that the
attendance cards are correctly marked and turned in on time.

2. Prepares county end state attendance reporis iacluding attendance figures
for ths Day, Extended Day and Summer Sessions.

3. Prepares, for billirz purposes, lists showing the attendance for each
student from non-jurior college territory end from each college dlasirict
that owes the local district for the education of its studenis.

Li. Prepares Day, Extended Day and Summer Session enrollnent reports for the
College President. . :

S, Compietes questionpaires and supplies other information as required by
other vardous branches of the county, state end federal govermments and

BN b ¥y
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other aunthorized organiszations concerning the Day, Extended Day and
Sumner Scssion programs.

6. Cooparates with the Dean of Adeissions and Records in eairylug out the
reeponsibilities of the Admissions and Records Office as they relate
to the Extended Day and Sunmier Sessions which involvess

a. Interviewing students and parents concernin® adnisaion.

b. Supervising the Extended Day and Summer Session registration pro-
csdures.

¢. Interviewing persons applying for parmits to attend other junior
colleges and making necessary reccamendations for approval or
disapproval.

d. Evaluating collegs work taken elsewhera.

e. Evaluating the educational experiences of students whe have served
in the amed forces.

£. BExplaining the college's scholarship probation policles and inter-
preting them to students, purents, counselors and instructors.

g« Approving program changes, drops, and withdrawals from colleges
where special problems are iuvolved.

h., Checking and explaining graduation requirements.

i. Supervising and controlling of the release of information cu
students® addresses and phons mmbers, and messages to students
during clese time in emergency situations,

jo Supervising the distribution of quarter and sewesior grades.

k. Supexvising the issuance of Pullerton Junior College tramscripts
and other stadent personnel data to colleges, employers, and
individuals.

1. Checking the records of instructors' at the end of each semestier
and sunmer session.

m. Supervising the Assiatant Admissions and Records secretary and the
Assistant Attendance secretary in carrylng out thelr duties in an
effeccive and efficiont mauner during the eveninmg hours.

7. Cooperates with the Vice President, the Deans of Instruction end the
Dean of Guidasnce Services in implementing the admissions and records
functions of the Extsudad Doy and Summer Session.

8. Works under the supsrvicion of the Dean of Admissions and Records in
carrying out all the above respousibilities and in performing such other
duties of the Adnissions and Records Office as may be assigued 4o him.

9., Is on duty from 1300-5:00 p.m, and 6:00-10300 p.m. on Iridays, during
the registration pericd. When registratiou is not in process, be will
work the regular day hours.

10. Is in charge of the Adnissions and Records Office in the absence of
the Dean of Adelssions and Records.

In the Extended Day program of the college, a Senlor Clerk and two Clerks are
on duty in the Admissions and Recerds O ice.
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Senior Clerk in Admissions and Rscords Office

The Senior Clerk must have had clerical experience and a knowledge of offics
methods, methods, procedures and equipment. She must have the ability to
vork under general direction, to perform general and complax clerical work
of above average difficulty requiring epecialiszed and detailed knowledge;
and to do relatad work as required.

1. To keep an accurate record of all extenusd day applications each sene
ester and sumrer session in order to provide comparative information
for various reports.

2. BEach application is listed by mmber; nme, and major in the
. Extended Day Record of Applications book.

2. 7To evaluate and compute incoming college transeripts for all students -
day and Extended Day.

3. To classify, file and direct the filing of high school and cnllege
transoripts.

4o To plan, direet and supervise the work of hourly help in the Adniaeions
Qrﬁ.ce during reglstration period.

5. To answer telephone and counter inquiries concerning admission, appli-
cations, registration and routine school matters.

6. To send out letters of anceptance and other material for Extended Day
and Summer Sesslon students.

7. To maks counseling eppointments for Extended Day and Summer Session
students.

a. Au anpointment card is mailed to each studen® who applies before
the registration period and to all students who apply at any time
by mail.

8. To prepare and fiie cumulative folders for all Extended Day and Sumnmer
Sesslorn students,

9. ‘Do assist in registration and pre-registration activities.

10. To compose routine correapcndence related to Extended Day and “ranscripts.
11. To perform otler related duties as required.

Two Clerk Typists in Admissious and Records Ofilce

The two ¢lerks are expected tc have a knowledge of office methods and equipment;
ability to understand and follow oral and writisn directions; ability to index
and alphabetlze accurately; ability to type at a speed of 35 words per mimate;
abllity to make simple arithmetic computations; ability to work cooperatively
with others. Each cleik typist working in the Admissions and Records Office
during the Extended Day, has & speciﬂ.c set of dutles to perrom. One doss
the tonouing tasks: T
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1. Aasiszs day-time Attendance Clerk in her duaties excluding Attendance
reporis.

2. Answer the telephone and counter inquiries from students and faculty
relating tc attendance and emrollmsnt.

3. 7To assist the Recording Secretary in figuring grade-point averages.
k. Collect fees for tsition from non-resident students.

S. Help prepare transcripts for all students.

6. Perforn other related duties as required.

The other clerk has the following assignments, besides assisting the Records
Secretarys

1. Answer telecphone and counter inquiries relating tn iranscripts,: student
programs, add, drop and withdrawal petitions and permanent records and
illness excusess for Extended Day studeunts,

2. Posting changes, withdrawals and ivstructor drops to student programs.

3. File student program changes, withdrawals, drops, residence forms and
other materlal in cumulative folders.

h. To prepare transcripts of permanent records for students.

5. To prepare Social Security and ¢ivil Service and Mise. inquiries relat-
ing to attendance of studen’z,

6. Posting information to the permanent racords.
7. Asslsting in registration and pre-reglatration activities.
8. Other related duties as required during the school year,

Office of Gu’dauce and Counseling Service

The Assistant Dean of Guidance Services, Testing, Counseling and Guidsuce
works a flexible dey shift and from 5:00 to 10:00 p.m., Monday through Thurs-
day everings. The day-time flexitdlity comes from his assigmeert to visit

the high schools from which our studsnts coms, and other day-time appolintments.
He has the following responsibllitiess

1. Adninisters the testing program for entering students and such other
testing as may be required in comnection with'the counseling services;
arranges for the distribution of test resulis to mombera of the college
gaff; conducts rezearch connected with the testing program of the
oollega. His specific dulles connected with the testing program are:
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2.

3.

4.

5.

T

8.
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8. He ‘ac'liédules the rooms and;aa'digns the test, adninistrators and

proctors; obtains keys to rooms, inventories and orders test
booklets, answer sheets, pencils, test data cards, posters,
" tlckets, etc.; arranges for the scoring of answsr shests, super-
 wvising the filing of answer chests and of the test data cards, eic.

b, Works with the English and Mathematiocs Departments ou the retest-

ing of remedial students.

¢. Administers tests on an individual br ; to suunscleas referred
by their counselors; arranges for th, sacring of these tests and
#or the dissemination of the results to the counselors iuvolved.

d. Admnisters niothegrade and tenth-grade eguivalency tests to
menmbers ¢~ the public who desire them. : :

e. Arranges reserve testing sexsions for the high school seniors who

want to enter Fullerton Junior College.

Distributes to the fesder high schoois, College Catalogs, Mvisional
Brochures, other collsge publications, grade reports, admission postars,
a,pplications and other materials.

Acoepts student referrals from the College staff and the Community in
matters of academic planning, vecational choice and emotional probleuns;
channels further referrals to the appropriate perdone or ageucias.

Arrangea for and asslgns day counselors to evening duty as neaded
during registration periods. | .

Assists in the performance of a1} duties assigned to the Dean of

' Guldance Services and performs such duties in his absence, particularly

during the evening howrs.
Works with the Assistant Dean of Admissions and Records and the Dean

of Instructior i “:iended Day and Swmer Session) in the coordination
of the counseli-: program with the work of those offices in dealing

with Exteaded Day and Swmer Session students and in the mainterance
of adequate administrative supervision during the evening hours.

a. Mests with the Assistant Dean of Admissions and Racords as neces-
sary to consider the re-admission of previously disqualified
students.

bt. Arrcoges for having counselors on duty til 5:00 p.m. during Suumer
Session registration and on the first two days of Summer Session,

To be on duty from 1-5 p.m. and from 6-10 p.m. during registration
periods.

Suparviges the College Flacement Manager and asslists the Placemont
Manager in the follow-up. ¢

Directs the operations of the ceniral college production service for
typing, duplication and other copying or production work for the
instructional, student persoanel and admivisirative functions of the
fac\llty'.
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10.
11,

12,

16.
17.

18.

19.

21.
22,
23.
2.

25.
26,
27.

28.

To direct the distribution of mail in the College Mail Room.

Maintaina general oversight and ocontrol of the production and mail
room and the personryl therein. :

Supervise the Counselor's Reference Libr~ry.
Interview applicants for clerical aud counseling positions.

Cbserve counselors' clagses and listen to taped sessions for evalu-
ation purposes.

Evaluates records of non-high schodl graduates to rule on thelr
eliglbility to attend Fullerton Junlor College.

Approves applications of superior high school students.

Counsels non-high school graduates (these working on their high school
diplomas) who are attending Extended Day classes.

Arranges for énd participates in interviewing former Fullerten Junior

College students.

Visits college classes and spesks on the junior college role in higher
education,

Visits high schools, both' in the district and out of it, and talks
about the mmrton Junior College to seniors.

Supervises Veterans' Administration matters Ior the college.
Supervises the College Health Service during Extended Day hours.
Supervises the Counseling Center Extended Day secretarlal staff.

Completes necessary paperwork for participation in the ACT Studsnt
Profile Service.

Participates in committee work as appropriate.
Answers quostions about the Selective Service rules and regulatiouns.

Counzels 1000 "Special® students each semester. '

{By Special is meant students who do not take the Admisslon Placement
tests and who either take a class with no pre-requisite or for which
they carry evidence that they have completed the course. )

Performs *"2 above duties under the direction of the Dean of Guidance
Services n.d assists that official in such other ways as he may be
requested to assist.
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At present there are two Extended Day oounselors at Fullerton Junior College

(next year thore will be thres), who are under the direction of the Assistant

m of (nidance and Counseling Servicas. They have the fellowlng responsibe
o83, ~

1. To provide personsl and educational counseling for thos students assigned
to them, including

a. Vocational guidance to assist the student in selecting a goal epypro-
priate to his abilities, interests and needs.

b. Educatioral guidance in the selection of couvses appropriate to his
cl osen goal and comsistent with major, transfer and graduation
requiranents. \ '

¢, Aasistance in coplug with personal and social problems.

2. To refer students, when neceasary, to the Dean of (uidance Services, the
Dean of Men or Dean of Women, or other staff members for speclal assistance
u:l‘th educational or personal problems. :

3. To encourage studenis to take inereasod responelbility for self draction
as they grow in maturity. '

' To encourage good scholarship and assist in the administering of scholer-
ship programs for entering and transferring studsats.

S, To ‘teach careers classes each semester,

6. To assist in admissions testing and other testing programs, as directad
by the Dean of Gulidsnce Services,

7. To represent the College on liaison committecs and other groups conuscted
with the counssling and guidance function of the College.

8. To be on duty dsily from 1-9330 p.m., Mondsy through Thursday and from
8!.'}.! Pelle mFl‘idﬂyo

9. To assume such other raspenzibilities in connection with the guldance
function of the Colleze as may be assigned by the Dean of Gulidance
Sexvices.

By far the heaviest responsibility of the Rxtended Day counsslors ls the
vocational counsaliug of the clder students who desire to obtain a two-year,
vocational degree or to tramafer to a state college or university. The two
counselors planned vocatlonal programs and otherwise counseled 2050 students
during the Fall Semoster of the 1967-68 school year. Besldes this counseling,
another 1283 students came to the counseling center to ask questions wideh took
1ess than five minutes for a counselor to answer. It must be pointed ont that
each of the Extended Day counselors taught a career planuing class in the eve-
ning for the firat cuarter of that semester and these classes took two hours

a wegk from the 1l hours avalilable to counseless who wished to see their -
counselor. JNach counselor has approximately 1900 counselees per semester. In
June 1967, 10% of the graduates were Extendad Day students.
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Berides the counseling, each counselor spent 16 hours administering tests %o
en’.ring and/or prospsctive students ~ either on a Friday night or a Saturday
morning without further renumeration,

The ons Extended Day counsslor was an alternate member of the Faculty Senate
and attended all the meotings. He was chaiimsn of one comities and a member
of four other cuamittees sponsored by that august bedy. Thse other Extendsd
Day counselor served on vamidus comlitices within the Counseling Department.

College Nurse - BExtendad Day

Monday through Thwraday, there is a rogistered wmurse on campus from 5-10 pom.
She is charged with such matiers of health and safoly as affeet the edveaiional
operation of the college, the liabllity of the Distriet, and the physical wel-
fare of those who may be exposed to health or safely hazards beyosnd their
control while in attendance at coliege. In carrying out her duties, she is
responsible to the Assistant Dean of Guldance Services. Her duties may be
listod as followrss

1. Is responsible for mzintaining anc devéloping the college health progzrem
under the supexvislon of the Dean of Student Advisenmeni and the college
physiclan, 4

2. Assists in the Safety Frogram in ths College.
3, Maintoins comprehensive hcalth records.

. Reviews health inventory and pbysical examination forms, as well as
reviewing the supplementary laboratory reporis on sll students,

5. Is to follow-up and refer %o the propsr individual or agency, all stmd-
ents gereened or seen in consultation.

6. | Ia avalilable for health consultations.

T- 1Is available for physical education counseling (temporary excuses,
exempilons, program changes dus to medieal reasons, and apecial physical
education assigmmants).

8. Arranges student health consultaiion with the ecllege physiclan.

9. Arranges the student psychliatric consultations upon approval by the Ian
of Student Advisement.

10, Notiflies counselors and instructors of studsnt iimitaitions and physicians
racommendations,

11l. Renderz emergency care for injuries znd sudden illiness of studenis and
staff accordirg o the collsge physicizns’ "Medical Directives for Fualth
Service Personnel."

12. Prepares written reports to tha NMstrict 0ffice and thz insurance corriers
concerning accident, linbility and State Compensation reports.
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13.

7.

18.

a2,

23.

k.

25,

26,

27.
28.

15 €6 prepais the semester sumaries relating %o accidents, physical
education exemptions, program changes due to medical reasons, and assign-
ments to speclal p!ysiu]. education class,

Meintaing records for the quarterly end anmual reports to the Dean of
smdent Advisemont. .

Provid 8 the faculty with data on health service and the location of
the fi. 5 aid cabinets.

Cooperates with physical educaticn persomel regarding athieotes needing
ghysical eraminaticns, or the reporting of defects which could Umit
thelr participation or porformance,

Cooperates with the house mothers on ths extended campuses on nattors
pertaining to student's health problems, (The extondsd campuses ars the
Orange County Ceneral Hoepital Nurses Howe, Othrys Hall 1 and 11, C=li2.
State College at Fullsrtou.)

Cooperates with the divislons in Cosmetology, Dontal and Hedical Assiste
ing, X-Ray Technology, Vocationual and Registered Nursing. Studeut
vosters are reviewed for the fulfillment of pre-requislites in natters
portaining to physical exauinatiocus, laboratory tosts, and lmmunizatlions.

Cooperates with the instrvctors in Child Guidance Clazses by weighing
and messuring the Nursery School Children. |

Cooperates with the De=n of Wemen in the Red Cross sponsored annual bloeod
drive. .

Mokex recommsndations to the Dean of Guidance for the improvement of the
safoty and ssniistion programs in the College.

Cooperates with the local public hesith department in communicable
diseade control. Exciusion and readeission of studsnts and atafl aro
bassd upon these directives.

Explains and interprots the college health program to the student,
parents and faculty.

Mokes known to the studenis and faculty the legal aspecis of college
incurred injuries.

Recommendz health programs for the group control of influenza, taberenl-
osls, or any other special health probiem ocourring on campus or the
oxtendsd campus,

Maintains a mileege invoice for reimbursement purposss.

Supervises verification of absence due to illvess and quaranitive.

Consultant for Adult Edfication in matters pertsining to medical emer-
goncles,
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mmng the kxtended Day Nurse 18 a clerk typist who has ths followlng
(- -}

J. T;rpeu all the agsigments for program changes due to medical reasons.

2, Types and forwards to the District GSfice and to the insurance company,
| _all accida_nt reports, liability foams, and State Compsnsation Reports.

3. Aesiate in taking inventory sud typing the supply requisitious.

bo Assists the ourse in the yre; .- Ytion of hoalth education materials for
the bulletin boards. She sders the materials and pamphlets to be
used for health education in the unite, ‘

5. Makes the appointments for health consultation for the college physician
or the college nursae,

6. Asoists with the anmuz! Influenza Immmnizetion Clinic for the faculby
and staff,

7. Types the annual budget and purchase requisitions, | '
8, Maintains a racord of the zlerk-typist section of the Quarierly Report. '

9o Types the semoster summaries rvelating to acelidents, physical education
exemptions, speclal physical education class, and the program chavges
due to medical reasous. ' :

10. Types the stencils for the health survice forms.

il. Types and forwards to the counzelors and imstructors; the notification
of student limitations with ezacntial hexlth education materials.
Disbetes, epilepey, hemophiliacs, cardio-vascular disordsrs, cersbral
palsy and any other special problem iun health.

12. Types and forwards to the division chairmen a check liat of first aid
supplies for cach semester. Fills the order for the divieiona® fivsé
ald cabinets and notifies thar the supplies are rzaqgy.

13. Types and malls to each lnstructor, the orientation sheet on the heslth
servies program and the locatwion of first aid cabinets.

Ui, Assists the nurse during regisiration in processing the heslth inventory
forms and the physical examination record. Nalls the letters to winor
students who have not submittiod an emergency consent form. Maintaios
a list of svudents who need to securs the consent.

15. Raquests the heaith folders from the Pullerton High Schoois for theic
students who arc uow enrolling in the Junior College.

16. Meointaina a record of th crutchos loaned to students and the date they
were returned.
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Iq;ues Abuouco Vorilications to amd\mta.

‘Sorts, alphabe’d.zes and files etudenh records, rapom and cards
. checks records and fome: for mleteneas and aocumey.

'Answera routine quasﬁom or gives ont at,andard 1n:!‘omﬁon.
Typee :l.etters ’ conﬁdenhial reports to cmnaelors ‘and instructors,

~ purchase orders, accident reports, liability and State canpansat.ton '

22,
23.
2l

25,

26,

27.
28.

29,

reports. Also types or posts preser.lbed infornation onto atudent’s
records and cards.

Proof-mds “yped material for gramatical and spelling errora.
changes a1l ‘earbons on verification pads ‘on the counter and have a
second gat ready on desk %o follow up with when the desk tratfic is
rshed,

Preparas a ‘carbon and original sheet for verification count for ths
following day.

Reucves and checks the current days verifications and staples them to-
gether in alphebetical order. If it is a sampling period (teken over
gix wecks) racheck ascond seb of verifications for accuracy, correct
and place in mailer and sexdto IBM-District Office,

Check all the desks to make sure there are sufficlent forms on each
desk. Change dates on all staups and calendars.

Clean and wash down the counter and desks.

Follows the directives for Pirst Ald as outlined by the College Phys-
ician and notifies the Nurse for further evaluation.

Locks all the file cabinets and doors.
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Eutended Day Secrotary in Guidance and Counueling

The Assistant Dean of Guidance has a seoretary, who besidas having a know-
ledge o1 modorn office methods, procedures and squipment; the ability to use
a transcriblong machine and to take dctation abt an Yacceptable® rate of
speed; the abllity to type at the speed of L5 words per minm:te, has the fol-
lowing specific responsibllities:

1.

26

3.

9.

10,

11.

12,
13.
k.
15,

Types up, makes copies of aud distributes the President's Honor List
to the high schools as well as to the colleges of the District.

Types stenclls, collates and distributes 250 copies of the "Guids to
Carcers Mamual.” Also, any requests of the cocunselors for additional
copies of any page or pages of tho mamial are honored by her,

Converts the raw scores from the SCAT and Pnglish Coop. tests to percent-
ile scores and enters them on the test data cards after each testing
session., This amounts to 379k studenis {Feb., March, April - 1728).

Type ditto of quarter and semester grades of Superior High School
Students, make copics and distributes them to the high schools ceoncerned.

Sort and distribute quarter, semester and summer grade slips according
©“0 counsslors assigred.

1l ocut marsing forms re: test scores.

Makes up snd posts pre-registration appoiutment shcets for counselors.
Mokes up registration appointment sheets. Pulls cum folders for new
students and gives o counselors dally during registration for both
day and extended day, and sses that they ars re-filed.

Copiles unite attempted, grade points, and grade point averages for
forper Pullerton Junior College students now attending L-year collegoes
and universities.

"Superviges" student helper from }j-6 p.m. with regard to cwunselors!
f1ling, office filingz and genoral oflfice work.

Takes care of the Counselors'! Iibtrary, 2lso the Bulletins which come in
from other colleges.

Randles the correspoadencs to and for the Guldance Advisory Commitiec.
Relieves the Switchboard Operator at break time,

Makes reservations for and handles correspondence on Ccunselors! Dinner.

Makes ready testing materislz for the testing of prospeective students
and sess that the tickets for the varlous sessions- are given cut aa per
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requests., Among the dutles are sharpening pencils, mending damaged or
wora tost booklets, aad placing answer sheets in booklets.

Extonded Day Switchboard Opsrator

Bacause the college stays open until 10 p.m. fowr nmights a wed:, a switchboard
operator is on duty untid that hour. ' (It might bs noted that mogt of the Ex-
tended Day classes are over by 10 p.m..) Besides having She kuouledge and
skills required to efficiently tend the switchboard, she has the following
specific dutics:

l.

2.

3.

L.
5.
6.

7.

Handles correspendence with the Selective Service. Typical tasks ave:
handling applications, typing forms and alphabetizing,

Hands out tckeis for teating sesslons, files all tests, helps score

tosts when auplicable, =iphabe’ M.zes and files test date cards,.

Answers questions and transacts other bHusiness for Veterans who attend
at night.

Sends out Alpha Gamma cards and hels type the President's Honor Iist.

'Takes“ aud relays various messages.

Angwers relevant and all irrelevant questions asked her.

Does all the "Mittle" Jobs roquested of her by har superiors,

On duty one night a week, thms making the job placement service avallable to
Extande® ~ y students, is ths Flacement Manager. He reoports to the Assistant
Dean of Lzidance and Couaseling and has the following responsibilities:

1,

2.

3.

.

5e

'S

To maintain a centralized service for part-time and full-time, temporry
and permanent placement, this sexrvice to operate on the prineiples oF
rocomending students only for positions in which thoy are prepared to
succesd and dealing frankly with prospective employers regarding the
qualificatinne of persons recommended,

To maintaln a system of student rating and records for all students in
vocational programs and for those seeking employment,

To maintalin a system of records of all placemant activities in the
Collega.

To consult regularly with division chairmen and other College staff
regarding procedures for determi:ing the qualifications of students
sacking cmployment and other matiers rcla*ing to the opera’mon of the
I"lacemant- Office as may be appropriata.

To process rating or reference forms for smdenta vho have applied for

positiona.

To maintain personal contact with the business and 1uchm£r1a1- personnel
of the area as a means of facillitating placement, keeping in close touch
with the needs of business and industry, interproting those needs to the
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College, and assisting bunsiness and industry to know the College.

T. 7To pass upon requests of under-age Fullerton Junior College students
g:r i:am w:rk permits and to sign forms for auch permits as he sees
t grant,

8. To refer requests for work permits by foreign studenta under the
g:'bnorlty of the Bureau of Imnigration to the Dean of Admissions and
Records,

9. 7To do an anmual follow-up on both terminal and transfer students »
maintaining comparabls statistics from year to year and reoporting
findings to the College admindstration. The follow-up should includs
evaluations by employers of our graduates and should b in close
collaboration with the Dean of Guidance Services.

10. To cooperate with non-fee employmmut agencies to the extent that they
racoguize and serve the needs of the individual student injjob place-
ment and to make available to such agencles any applicants on file
who qualify for a specific job opportunity.

1l. To conduct the Industry Visitation Program of the College.

12: To perform such other functicns as may be assigned to him by the Dean
of Guidance Services.

13. To process Fullsrion Junior College student employment applizations.
1. To maintain a current tuterial referral list.

To aid the Extended Dey, as well as the day instructors in their clerical
work and related needs, a mall room attendant is on duty at night.

Mail Room Attendant

The Extended Day mail rocm attondant is on duty at night until 9: 15 p.m.
She has the responsibllity t» assist the Exiendsd Day teashers who do not
teach at the college during the daytime. She sses that they get their mail
and answers questlons. Mcst of the time, she runs the mimcograph machine
and the collator, and agsemblos the requests of the gtaff for work sheats,
tests, and other such materials that need to be "ran off."

Summary

The Extended Doy program at Fullerton Junior College has grown from 1408
students in 1958 to an enrollnmert of over 6000, This doss not include tho
Adult Education classes. With the growing, the staff hss oveen expanded. At
the pregent time we have an Admindsirative Assistant who works with the Tean
of Instruction, Iiheral Arts, and the Dean of Instruction, Technical Arts.
These two deans are responsible for the entire instructional program of the
college from 7:00 a2.m. until 11:00 p.m. The Adainistrative Assistant in
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Instruction works in a staff capacity with the Deans of Instruction,
especially on responsibilities ralated the the Exteaded Day program.

The Aduinistrative Assistant 1s the "keoper of the keys" at night and

is responsible for making minor desisions which relate to instruction in
the evenings. He also performs other responsibilities as listed ou the
"Organizational Pattern in Instruction® chart., (see attached)

Besides the Administrative Asslstant, there are two Assistant Isans who

are on duty in the evsning; ths Assistant Dean of Admissions and Records

and the Assistant Dean ¢f Guldance Services. - These Deans begin thelr day's
work at 1:00 p.m. Monday through Thursday and work uniil 10:00 p.m. As

there are no mtendad Day classes taught on Friday nights, they work 8:00 ad.
o 5'00 pqmo on Fﬂdayo :

‘l'here is considerable iategration between the day and Extended Day program.
For example, the sane Admissions Clerk who evaluates the transeripts of

day stadents evaluates those of the night studeunts also; ‘the same Records

H ar‘s.‘ whs enters the grades earned on ‘the daytime studenta’ travseripts enters
them on Extended Day stmdents® transcripts also; the same clerk who evaluates
the day‘bime students® transeripts to:see if they are eligib‘ie for gradnmtion,
evaluates the Extended Day students' also,

The Deans of Inatruction, of Admissions snd Records, and of Cuidance Semces
are responsible 0 see that the budgets for their particular areas are sub=
mitted and ars also respounsible for thelr arecas of supervision. The Ansistant
Deans, work under thelr direction and make decisions which are in accord with
the policies of the respsctive deans, the College President, and the Board

of ‘.‘.‘mstee

The Dlvision Chairmen and tha Deans of Instruction are résponsible for budget
planning and recomending the hiring of faculty for the Extended Day programs.

The Administrative Assistant has a full-time secretary who, besides the rsg-
ular secvetarial duties, does the bookkeeping on, and kesps the records,
including payroll of all Extended Day instructors.

The Assistant Dean of Admissions and Records has three clerk-typists who
agsist him in the afterncon and evenlng.

The Assistent Dean of Guidance Services has a secrstary who works from 1:00 p.m.
to 10:00 p.m. Monday through Thursday and 8:00 a.m. to 5:00 p.m. on Friday.
There 18 also a telephone operator who works at the switchboard from 3:3C p.n.
Monday through Thnrsday evenings.

Besides these, there is a registorsd nurse on duty wntil 10:00 p.n. ‘each
evefiing college classes are in session, She reports to work at 2:00 p.m. in
the afternoon, The nurse has a clerk-typist who assists her each evanlng.
The nurse is responsible to the Dean of Guldance Services.

Assisting the Assistant Dean of Guidance Servieas in counseling E:tended Day
students are two full-time counselors whose working hours are 1:00-}4:30 p.m.
and 6300-9:30 p.m. Monday through Thursday. After 6:00 p.m., they counsel
Extended Day studsnts only. The evening students may come in for counseling




Page =19-

in the afterncons if they so desive, tub the afiernoon counseling hours of
these counselcrs and from 8:00-4:00 pem. on Friday are basically spent in
counseling daytims studentas,

During periods of registration (August lst through September 1lth, December
ist through February 6th, and May 1st through May 3lst) daytime counselors

are employed to assist the regular Extended Day counselors in reglistering

the incoming students. Each studant has a counseling appointment with a
soungelor at this time to help them sign-up for classes, Betweon registration
pericds, the regular Extended Day counselors counsel the students in vocai-
jonal and other areas. In June, 1967, one of each ten students who graduated
was an Ixtended Dsy student.

Recommendations

From this study, it is apperent that Fullerton Junior College is doing an
adequate job of meeting the present needs of its Extended Day students. %The
following areas need to be studied if this excellence i3 o convinus.

1. The classrooms ave now £illed in the begiuning of each semester with
no voom for adding more under the present schedule. A study shonld be
" made to £ind more classroom facilities for studeats desiring to atteud
school in the everings. These may be in off-campus facilitles.

2. A study should be made to sse if the drop-cul rate can be curtailed so
that more effective room utilization can be had. Included in this study
would be the identification of drop-tnis to see if there is 2 patuern
that might be reversad.

3. A study should be mads to predict present and future eurrlculun changas
which will help the College contimue o meet the needs of its commnity.

h. A study should be made to improve thie counseling program. While it
ssems te be effective, vertainly its effectiveness to the L4000 students
who atiend evening classes could be lmproved.




